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Overview

CCMS is a web-based tool that provides:

eContract compliance
«S/M/WBE Monthly Utilization Reports
*Online Audits

B2Gnow Is the software vendor providing and maintaining
the system for the City of San Antonio




Benefits

NO cost to contractors

Online reporting of subcontractor utilization
Contractors can manage their own accounts
Multiple user accounts for each contractor

Substantial time savings for contractors &
COSA staff

Data Is collected in a standard format




Process

Notification sent to Prime Contractor

Notification is sent by CCMS when COSA has made
a payment to the Prime Contractor

Prime Contractor receives an email or fax advising
them to login and report payments to
Subcontractors

Notification sent to Subcontractor

Notification Is sent to Subcontractor after the Prime
Contractor has entered Subcontractor payment
Information

Subcontractor receives an email or fax advising

them to login and confirm or dispute the payment
iInformation reported by the Prime Contractor




Contract Compliance Process

Prime notified by 2
email and/or fax
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Subcontractor notified
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Subcontractor confirms
or rejects payment data




Notes

1) Subcontractors currently listed in CCMS came
from a submitted Utilization Plan approved by
the International and Economic Development
Department - Small Business Office.

New contract awards will be loaded
automatically by COSA'’s financial system and
Prime Contractors and Subcontractors will
automatically receive notifications, via email or
fax, from CCMS reminding all parties to login
and report.




CCMS Home Page




System Access

How do | login?

1.

a) Highlight the Doing Business With The City drop-down tab
located on the left of screen or the Business tab located on
the upper left of the screen

b) Click on the tab titled Contract Management System
(CCMS)

Or

Open the CCMS home page in your internet browser to:

In the System Access Login box, enter your username and
password.

Click Login.
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System Access

What Is my username?

N/

¢ Your username is your email address.

What is my password?

N/

“* Your password is Iinitially assigned to you.
You must change it to something only you
know the first time you login.




System Access cont.

How do | change my password?

iy
2)

3)

~rom the Edit menu, click Change
PasSWOorQC

n the Old Password field, type your old
password

n the New Password and Type New
Password Again fields, type your new

nassword.

4) Click Submit.
5) Your new password Is effective immediately.




CITY OF SAN ANTONIO .
OFFICIAL WEBSITE SAN

INTERNATIONAL & ECONOMIC DEVELOPMENT AH.TDH]U

¥
HEAKT

IEDD Home Community Development Industry Development International Affairs Small Business Contact

Calendar of Events ... City of San Antonio Contract Management System

HomefLogin

System Access Login

Username: | o Find a Certified Firm

¢ Contact Us & Support

Password: |

¢ Information for City staff
Login e About the System

Forgot Password
Account Lookup

e International & Economic Development Department welcomes you to the City of San Antonio’s Contract Management
System (CCMS). CCMS includes the following key features:

Ssn Antanio @
' e Automated communication with prime and subcontractors via email regarding compliance and resolution issues
Submission of contractors” monthly utilization reports online and automated tracking of Small Busines=z Economic
Development Advocacy (SBEDA) Program subcontracting goals

Automatic verification of revenues and expenditures

Flexible reporting capabilities

1. Remember: ‘Username’ is always your email address

2. If you forgot your password, click on Forgot Password, enter your email address
and your password will be emailed to you.




Address I@ http: /fsanantonio.sbeda.comFrontPage Mendoriain, asprPSessionID =57 2921378346 1221857 3472617114275 j GD Lirks ~

Google|Cv |GD 4}@ Ef ~ ‘ ©¢ Bookmarks  ~ Bi1hblbocked | 9P check v g autolink o sutoRll () Settings = @ -

L Welcome to our system! -

Cur system is designed to make data gathering simplier and faster. Please review the information below hefare continuing to ensure that you maximize

B2GNeW Y

' Security
s = =) w» Change your password immediately if someone else set up your account.

Lluick _ I 50/ » Do notuse someone else's account. Every person must have their own account, IFyou do not knowe how to set up a user account, please contact us
S through the messaging system: from the left menuy, click Message, then Contact System Support.

Home
View » Nanvigating
w All systemn functions are available from the meny an the left. Just click any of the topics to view the subitemns. This menu is visible at all times.
Search » w ThHe page you will see after this welcaome screen is your dashboard. It provides a quick summary ofyour assigned recards, and identifies ifimmediate
action is required.
Meszage »

Edit Settings » Finding Records
Help & S " w [Tyou need to find a paricular record (contract, vendar, user, certification), the hest place to0 start is Search. Fram the left menuy, click Search, then
elp upport » selectthe type of record you need to find. Fortips on searching the systerm, download the Quick Guide listed below.
System »
Help & Support
Logoff w Download the suppart guide in POF farmat - Download Support Guide .
Show All - Hide All w Maore help options are available from the left menu under Help & Support, including our onling help system, a Forums module, and messaging toals.

Logged on as:

Kelly Gist,

E-Z Bel Constuction
Company, Inc, [~ Do not show this page again.

1. 2.

Customer Service Horne | Help | Print This Page
Copyright @ 2008 B2Gnow, All rights reserved.

j_l_'lJ
&8 | The B2Gnow System, © 2000-2006, [ [ [ | [#mternet

If you do not wish to continue receiving the Welcome message, (1.) check the
box and click Continue (2.).




Home Page

&1B2Gnow - Microsoft Internet Explorer provided by City of San Antonio

. File Edit Yiew Favorites Tools  Help

3 o — i
: o 1 N ] = - i
@ Back. </ x ,y: | Search &_\{:-’ Favorites é‘;{

: Address |@ https: jjsanantonio. sbeda. comFrontPage fYendoriMain. aspPRID=975

My Contracts
Total active (husiness)
BZGNGW Active assigned to me Change Your Passward Business Info
. Edit Your Settings Erofile Setup
Audited List Users Contacts

‘H o= = Soon to end (3 mo) Add Mew User Commodity Codes
Submit Guestionnaire

Configure co

Laszt 12

Home Contract Audits months

Views » Total Audits

Search » Incomplete Audits »

Frequently Used

Change your password

Search for subcaontractars

Wiew all incomplete audits
Wiew recent audit discrepancies
Wiew all of my contracts

My Concessions Wiew my certifications

My Certifications di iri s
System » Certifications nding Expiring Customer Service [
Status 1 1] 0

Logoff

Show Al Hide Al .
= = System A New [=] Messaging

Logged on as:

Ayten Cibildak Help & Support . - . Send a Messane
pyten tine Ba.in. . Aoard === NEW: User Training Manual for the systern in PDF format. Contact Sestern Support

. I 1]
=== Download the latest Guick Guide in POF farmat. gﬁb?nr}taFE;Ddilaegq

Message » Incomplete Audit Lines »

= =2 =2 =2
= 1= = =
Lo R (== (== 7]

Edit Settings » Audit Discrepancies

Help & Support »

*Always use
&= in CCMS not 5

the Internet
browser Horne | Help | Print This Page | Print To POF

il rights reserved.

1. User Training Manual is an additional training resource
2. To print, click Print This Page at the bottom of each screen.




B2GN

R
Home
View »

My Contracts
My Cartifications

My Concessions

My Concesszian
Audits

My Outreach
Messages
Search »
Message »

Edit Settings »
Help & Support »
System »

Logoff

Logged on as:
Ayten Cibildal,
Bain Medina Bain,

< ] 1l

My Contract Audits

Show all Hide all

Inc.

| 2]

My Contracts @ rer

Tatal active (business) ; Configure so

Active assigned to me i} Channge Your Password Business Info

. Edit Y'our Settings Erofile Setup
Audited 3 List Users Contacts
Soon to end {3 mo) 2 Add Mew User Commaodity Codes
P —— Lot 5 Last & Lot 53 Submit Questionnaire
ly Contract Audits rmonths rmanths rmonths
Total Audits 0 i s Frequently Used
) Change your password

s LT i i a 8 Searchfor subcontractors

Incomplete Audit Lines » i o 1] Wiew all incomplete audits

Audit Discrepancies il i i V!ew recent audit discrepancies

Wiew all of my contracts
My Concessions Wiew my cetifications
i i At Pendi Expiri .

My Certifications ive ending =piring Customer Service =]

Status a a a
System What's New [=] Messaging
Help & Support Send a Message

. aini 3 [ i .
Systern Status Board === WEW: User Training Manual for the systern in FOF format

=== Download the latest Guick Guide in PDF format.

Lustomer Service
Copyright @ 2008 B2Gnow, All rights reserved.

1. Click ‘View’ on the menu bar.

2. Click My Contracts.

Contact Systern Suppart

Feport a Problem
Submit Feedback

Harme | Help | Print This Page | Print Ta PDF




Vendor Console: Contracts

Vendor Console: Contracts
Business Mame: Bain Medina Bain, Inc.
fdain I General Infnl Profils I Users I Commocdities I Corrtadsl Cerifications I Contracts | Concessions I Warkforce Comp I Guestionnaires I

BZGNGW Listed helow are the contracts to which this vendor is assigned.
& E

Home

Contracts as Prime Contractor ?

Views » %T::l?:rt Contract Title Amount Actions

Mo contracts assigned as a prime contractor.

My Contracts

My Certifications
My Concessions Contracts as Subcontractor il

My Contrack Audits Contract Contract Title Subcontract Prime Actions

My Concession Number Percent

Audits 4600004732 Architectural Indefinite Delivery Services (4 incomplete 1.00% Beaty & Parners Architects, Inc.
My Outreach 2 subcontractor line items)

Messages " 4600004451 Levi Strauss Facility HQ (1 incomplete subcontractor line iterns) B.00% Beaty & Parners Architects, Inc. i /
Search » 4600001883 Regional Youth Sports Facilities (1 incornplete subcontractor line 16.00% Rialto Studio, Inc. i
items)

Message »» 4600000550 Project Marmt for Terminal Expansion (3 incomplete subcontractor 11.00% Carer & Burgess, Inc.
e line iterms; 1 discrepancies)

Help & Support 3
System »
Logoff

Show All Hide All

Logged on as:
Ayten Cibildak,

EBain Medina Bain, Inc.
Customer Service Horne | Help | Print This Page | Print To POF

Copyright @ 2008 B2Gnow, All rights reserved,

< &1

1. Sample vendor is not a Prime Contractor of a contract .
2. However, sample vendor is a Sub-contractor on several contracts.
3. Click View to open contract.




Contract Management @ e gy

HELF

Contract 00291160-001: "Regional Youth Sports Facilities".

Refresh Page
Contract Information g
Contract Title Regional Youth Sports Facilities
Cantract Mumber 4600001883
B2Gnow Transaction Mumber 00291160-001
Start Date 10/18:2004
End Date 120132007
Maximum Yalue $530,770.00
Contract Compliance Officer Ayten Cibildak

User Assignment ’ d

{Sub) Contract Contact Person Divers'rty Audit
Percent Required

Subcontractor 15.000% Kay Whitesell v Yes

Audit History ?
Auilit Number Date Posted Audit Period Actions
002911 60-005 SIT/2007 11:23:42 AM CDT April 2007 ViewAudit/
00291160-004 3B/2007 12:30:55 PM CST February 2007 Wiew Audit
00291160-003 111992007 4:22:27 PM CST Decernber 2006 Wiy Audit
002911 60-002 9/2202006 §:45:23 AM CDT August 2006 Wiew Audit

Contract Type

Contract Status & Actions

Status Actions Prewious Transactions
Contract Cpen View Contract
Contract Amendments Maone
Contract ExtensionsfShortenings Mone
Suspensions Mone
Cancellations Mone

1. To change ‘User Assignment’, click drop-down menu under ‘Contact Person’ to select another user in
your organization.
Note: To add users, see page 12 of the User Training Manual.

2. ‘Audit History’ provides a list of ‘Audit Periods’. An ‘Audit Period’ is generated when a payment is made
by the Prime Contractor to the Sub-contractor. Click View Audit to confirm or dispute the Prime
Contractor’s payment entry per ‘Audit Period’.




YWIDED

Contract Audit: Audit Notice @ rer g vioEC
This is an audit notice far the cantract listed helow. Click the ViewSubmit Response huﬁWﬁpnnd to this audit.

SiewiSubmit Response | 2

Contract Information ?

Caontract Title Fegional Youth Sports Facilities
Contract Mumhber 4600001883
B2Gnow Transaction Mumber 00291160-001

Audit Information ir'd
Audit Murnber 00291160-004

Date & Time Posted Local: 362007 12:30:55 PM CST
Systen: 3/6/2007 12:30:55 PM C

Time Period February 2007
Date Response Due 33172008 (60 days from today)
Comments

Contract Compliance Officer Information ?
Caontact Person Ayten Cibildak

Qrganization City of San Antonio

User Mumhber 30000068028

Buyer Information

Contact Persan Rocky Dudue de Estrada

Qrganization San Antonio Parks & Recreation Department
User Mumber 10000442014

1. This particular ‘Audit Notice’ is for February 2007.
2. Click View / Submit Response to respond to the audit.




View / Submit Response Always:
1st Review

|
Contract Audit: Subcontractor Response

vIDED
@r=r EYET

This centract compliance audit requires that the amount reported by the prime contractor on this contract be confirmed or reje land click Review.

View Payment History |< 1 R

2nd Save

“ required entry
Prime Contractor Information @

Displayed are the reported payments by the Prime for this audit peried, and the last one. Also listed are the totals to the date of the audit period.
Prime Contractor Rialto Studio, Inc. . - .
Vendor Number 20018800 CIICk VIeW Pa I I ent HIStOr for

Contact Person

an overview of payments made
Prime Payment Information ? ) :
Review the infg i orted by thi antracic d either confirm « ct thi ount. I ye ctih ount, ye it ents ctual ount and a clarificatic h
mz ‘C‘?JI‘]‘TI]]‘Z!I‘\HISJT[II;]IS I;gﬁﬁ;; znach aeﬂ?gw:;iecsgsr:ian:ran either confirm or reject the amount. If you reject the amaunt, you must enter an actual amount and a clarification in to yo u r 0 gan I Zatl O n O n t e
contract.

Amount Paid TO Prime for February 2007 $18,103.87 by City of San Antonio to Rialto Studio, Inc.
Date Paid TO Prime 212812007

Previous Payment Information Reported by Prime Contractor

Review the information reported by the prime contractor and either confirm or reject the amount. If you reject the amount, you must enter an actual amount and a clarification in
the comments field. You may attach afile, if necessary

Note: Indicate that a final payment has been received for this contract OMLY when the last payment has been received by you. Ifyou indic: . abL AT GELT]
received, you will not be included an any further audits, and the prime will may end your subcontract early because of the status you selec

Amount Reported by Prime Contractor for
Total Through December 2006 $0.00 February 2007 as PAID to You

::32:23::2:5:5;2;1;;:5 ::]ign Confirm Reported Amount? * & Yes -the amount reported by the \:‘.rin'.e contractor as F'.;.II:- o us is comect
e s o $10.00 ¢ Mo - the amount repaorted by the prime contractor as paid to us is not comredt. h 3
Fayment Detail Enter the amount you actually received from the prime contractor -
in February 2007 CI ‘ .
View Payment History Final Payment? * & Mo - ourwark on this contract continues
" Yes - this is our last payment for this contract. h
" NIA - we have not begun wark on this project or we have not been paid yet for our work. 4 .
Is Prime Withholding Retainage? * = No

Payment reported by Prime e ves |
How much retainage is being withheld? CI h

ContraCtOr' When do you expect to receive it? 5 .
‘Confirm Reported Amount’ by R T I

clicking ‘Yes'. Dispute the amount by
clicking ‘No’ and enter the correct D o6
amount.

Click ‘Yes’ or ‘No’ if payment is ‘Final

Payment’. ‘ 7.
Click ‘Yes’ or ‘No’ if Prime Contractor /
Is withholding retainage. SpollCheck | Rovew | _Cance

Provide comments, if necessary.
Click Review.

testing purposes :I




Contract Audit: Subcontractor Response Review 2 REE

Review the audit reponse and click Save. If you need to make a change, click any of the blue Edit buttons.

Audit Information

Audit Numkber 00291160-004

Audit Time Pericd February 2007

Contract Number 4600001883

Contract Title Regicnal Youth Sports Facilities
B2Gnow Reference Number 00291160-001

Prime Contractor Information

Business Name Rialto Studio, Inc.
Vendaor Mumber 20018800

Data Reported

Paid Amount for February 2007 Reported by Prime $10.00
Contractor

Confirmed? Yes
Final Payment? Ho
Retainage Withheld? Mo

Comments testing purposes

1. Click Save.




To send yourself an email / fax confirmation notification, click
on Send Yourself Confirmation Notification

Contract Audit: Subcontractor Response Submitted 2 R

The audit response has been saved. Click one of the buttons to continue.

View Audit Response | Return To Audit Motice

View ALL Audits |

Confirmation Mumber 138348

Confirmation Type Subcontractor audit response of Contract
4500001883 for February 2007 audit period.

User Ayten Cibildak
Time Stamp 1/31/2008 4:43:41 P11

Send Yourself Confirmation Motification |

Contract Audit: Subcontractor Response Submitted L EUE s

Do you have a spare minute? T andif ressponsie bas been saeed. Click one of the butiones o conlins:

View Audd Responze | Ratum To Audit Notice

We continually try

tures tl aty y ma .
d £ . View ALL Audits

minute

complete ! ¥ i 5 = =
er rosaft Internet Explorer Eli

Submit Feedback

nse of Contract
! : A confimation notification has been 540k 10 YoU. B0 it prainal.

Customer Service
Copyright @ 2008 B2Gnow. All rights reserved.

The audit response for the Audit Period is complete.




Working on Your Incomplete Audits Directly From the Home Page

My Contracts
Total active (husiness) Configure so

BZGNQW Active assigned to me Change Your Password Business Info
. Edit Your Settings Erofile Setup
buulitad List Users Contacts
s = S Soon to end (3 mo) Add Mew User Cornrrodity Codes

Submit Que
Home My Contract Audits Less® Lo o

rmonths rmonths

uently

hange your password
Search for subcontractors
Wiew all incomplete audits
My i I ; Yiew recent audit discrepancies
o BRI Audit Discrepancies " i
My Cantract Audits i all of rmy contracts
My Concessions Wiew my cetifications
My Concession _ i
Audits Certifications Panding Expiring
My Outreach Status

Meszzages

Search » System What's New [=1 Messaging

Message » Help & Suppart Send a Message
) : Systern Status Board Contact Systern Support
Edit Settings »

i - Repart a Problem
Help & Support » === Download the latest Quick Guide in PDF farmat. Sobmit Feedback

View » Tatal Audits

My Contracts Incomplete Audits »
My Cerifications

Incomplete Audit Lines »

= =T = =
= 1= = 1=
L= = = [

Customer Service [=]

=== NEW: User Training Manual for the syster in PDF format.

System »»
Logoff
Show all Hide all

Logged on as:
Ayten Cibildak,
Bain Medina Bain, Inc.
Customer Service Haorme | Help | Print This Page | Print To POF

Copyright @ 20028 B2Gnow, All rights reservad,

<] 2]

indicates an action should be taken.

1. Click on the located on the




Working on Your Incomplete Audits Directly From the Home Page cont.

Vendor Control Panel: Contract Audits @ gmlese
lMezsages Contract Audits ICuncessiun Autli‘tsl Outreachl

Displays all audits. Click the transaction number or status to view. To view older audits, select a different time pericd in the Audit Period Show ALL Incomplete Audits |
drop down menu. To display anly incomplete audits, select a different status in the Current Status drop down menu. Results may he listed
on multiple pages.

1-11 of 11 records dizplayed: Previous Page < Page |1 'l > Next Page Records per page IQD 'I

To resort click on column title. To filter click on the drop down menu. Befresh Table

Status udit Period Contract Number & Title Organization

All - Lastizmos x|  |AI =] =

Incomplete {1} April 2007 Regicnal Youth Sports Facilities of San Antonic
Incomplete {1} April 2007 Lewvi Strauss Facility HQ ity of San Antonic
Incomplete {1} April 2007 Architectural Indefinite Delivery Services ity of San Antonio
Incomplete {1} March 2007 Praject Mgmt for Terminal Expansion of San Antonio
Incomplete {1} March 2007 Architectural Indefinite Delivery Services of San Antonio

Audit complete February 2007 Regional Youth Sports Facilities of San Antonio
Incomplete {1} February 2007 Froject Mgmt for Terminal Expansicn ity of San Antonio

Audit complete February 2007 Lewvi Strauss Facility HQ ity of San Antonio

Audit complete February 2007 Architectural Indefinite Delivery Services of San Antonic
Audit complete January 2007 Froject Mgmt for Terminal Expansicn ity of San Antonio

Audit complete January 2007 Architectural Indefinite Delivery Services of San Antonic

Home | Help | Brint This Page | Print Ta POF

Customer Service
Copyright & 2008 B2Gnow. All rights reserved.




Working on Your Incomplete Audits Directly From the Home Page cont.

WIDEQ

Contract Audit: Audit Notice 2 PEL o
This is an audit notice for the contract listed below. Click the View/Submit Response huﬁand to this audit.

YWiew/Submit Response |

Contract Information

Contract Title Regional Youth Sports Facilities
Contract Mumber 4600001883

B2Gnow Transaction Mumber 00291160-001

Audit Information
Audit Number 00291160-004

Date & Time Posted Local: 3/6/2007 12:30:55 PM CST
System: 3/6/2007 12:30:55 PM CST

Time Period February 2007
Date Response Due 373172008 (60 days from today)
Comments

Contract Compliance Officer Information

Caontact Persan Avten Cibildak
Qrganization City of San Antonio
User Mumhber 30000068-028

Buyer Information

Contact Persan Rocky Dugue de Estrada

Qrganization San Antonio Parks & Recreation Department
User Mumhber 10000442014

1. Click View / Submit Response to respond to the audit.




Working on Your Incomplete Audits Directly From the Home Page con

Contract Audit: Subcontractor Response @ e gmyiET

This contract compliance audit requires thatthe amount reperted by the prime contractor on this contract be confirmed or rejected. Fill in the form and click Review,

Wiew Payment History |

* required entry

Prime Contractor Information

Displayed are the reported payments by the Prime for this audit period, and the 1ast one. Also listed are the totals to the date of the audit period.
Prime Contractor Rialto Studio, Inc.

Vendor Number 20018800

Contact Person

Prime Payment Information 4

Review the information reported by the prime contractor and either cenfirm or reject the amaount. If you reject the amount, you must enter an actual amount and a clarification in
the comments field. You may attach afile, if necessary.

Amaount Paid TO Prime for February 2007 $18,103.87 by City of San Antonio to Rialto Studio, Inc.

Date Paid TO Prime 21282007

Previous Payment Information Reported by Prime Contractor

Review the information reported by the prime centractor and either cenfirm or reject the amount. If you reject the amount, you must enter an actual ameunt and a clarification in
the comments field. You may attach afile, if necessary.

Nate: Indicate that a final payment has been received for this contract ONLY when the last payment has be
received, you will not be included on any further audits, and the prime will may end your subcontract early &
Amount Reported by Prime Contractor for
Total Through December 2006 $0.00 February 2007 as PAID to You
Confirm Reported Amount? *  Yes -the amount reported by the prime contractor as PAID to us is comect.
i~ No-the amount reported by the prime contractor as paid to us is not correct

Audit Information

$10.00
Paid Amount for December 2006 $0.00
Paid Amount for February 2007 $10.00

Total Through February 2007 $10.00
. Enter the ameunt you actually received from the prime contractor
Payment Detail

in February 2007: 5|
e | Final Payment? * @ r}-: - -Z-UT n this :-:.mrac 'ﬂi!'\UES
" Yes -this is our |ast payment for this contract.
 NIA -we have not begun wark on this project ar we have not been paid yet for our wark.
Is Prime Withholding Retainage? * @& Mo
i Yes
Haow much retainage is being withheld? §

When do you expect o receive it? ™

Attach File{s) Attach File

Comments

testing purposes

Follow process outlined
previously in training
document.

Spell Check Review Cancel




Additional Process

1) Dispute Resolution

% CCMS provides a forum for Prime
Contractors and Subcontractors to resolve
payment disputes

f unresolved, COSA managing department
representative will become involved to help
facilitate resolution




System Access cont.

How do | log out?

1) From the left menu, at the bottom, click
Log Off.

2) Click OK In the pop-up alert.




System Access cont.

What do | do if | forget my password?

1) Open the CCMS home page in your Internet
Orowser.

2) In the System Access Login box, click the

—orgot Password link.

3) Enter your emall address In the field and
click Submit.

4) An emall and/or fax username/password
reminder will be sent to you within minutes.




System Access cont.

What types of software are needed to
access the system?

All you need to access the system is a standard
Internet browser. The latest versions of Microsoft
Internet Explorer, Opera and Mozilla Firefox are all
sufficient.

Internet Explorer works best.




